CCTO Onboarding Reference
COVID-19 Community Team Outreach

As you begin using the CCTO Tool for the first time, keep the following in mind:

Logging In

Navigate to the CCTO Tool and enter your
login information.

¢ |If you have an email ending in dhhs.gov,
log in using your current credentials.

o If you do not have a county or other
email, the format of your login will be
YOURNCIDUSERNAME®ncid.gov.

If you experience issues logging in, try
opening the Tool in an incognito window or a
new browser (e.g., Chrome, Internet
Explorer) where you are not already signed
in. Check with your NCID Administrator if
you are unsure or continue to experience
issues.

Set Your Time Zone

It is important to set your time zone
accurately to effectively manage your
Activities in the CCTO tool.

1. Click the geariconin the top right
corner.

2. Select “Personalization Settings.”

3. Under “Time Zone," select (GMT -
05:00) Eastern Time.

4. Click "OK" to save.
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Viewing Your Contacts

To review the contacts currently assigned
to you, you can visit the Contacts Tab, drop
it down, and click “My Active Contacts.”

1. Visit the Contacts tab.

2. Click the arrow ¥ next to “Active
Contacts.”

3. To see your contacts, click “My
Active Contacts” by selecting from
the dropdown list of views.
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If you experience
issues, try logging
in from a new
internet browser
before contacting
your IT
administrator.
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After you have saved your contact, you can assign and begin monitoring from their profile.

Viewing Your Appointments
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